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I.  INTRODUCTION 


On  March  21,  1977,  the  San  Francisco  Civil  Service  Commission  amended  its 
rules  to  incorporate  a new  section  addressing  Equal  Employment  Opportunity  and 
Affirmative  Action  (Civil  Service  Rule  1.03).  By  this  rule,  the  Civil  Service 
staff  is  charged  with  the  development  of  an  Annual  Supplementary  Affirmative 
Action  Plan  for  Equal  Opportunities  (Annual  Plan) . This  document  is  the  Annual 
Plan  as  required. 

This  Plan  has  been  developed  and  is  submitted  by  the  Equal  Employment 
Opportunity  Unit  of  the  Civil  Service  Commission  with  the  assistance  of  the  Civil 
Service  Affirmative  Action  Advisory  Committee.  The  Advisory  Committee  was 
appointed  in  July,  1977,  and  consists  of  representation  from  the  various  communities 
of  San  Francisco,  City  administration  and  municipal  employee  organizations. 

In  recognition  of  the  need  for  a continuing  dialogue  between  the  Civil 
Service  staff  and  the  community,  the  Affirmative  Action  Advisory  Committee  shall 
continue  in  existence.  The  Committee  shall  have  the  function  of  meeting  as 
needed  in  order  to  advise  staff  of  community  needs  and  concerns  and  interests 
related  to  affirmative  action.  The  Committee  shall  be  qualified  to  assist  in 
updating,  reviewing  and  modifying  the  Supplemental  Affirmative  Action  Plan. 

It  should  be  noted  at  the  outset,  that  this  Plan  addresses  those  employ- 
ment related  issues  which  by  Charter  or  ordinance  are  assigned  to  the  original 
jurisdiction  of  the  Civil  Service  Commission.  In  essence,  the  Charter  has 
assigned  to  Civil  Service  those  powers  necessary  to  classify  employments  in  the 
municipal  service,  and  to  fill  those  employments  through  a competitive  program 
on  the  basis  of  merit  and  fitness  as  shown  by  appropriate  tests.  This  Plan  does 
not  address  employment  issues  which  are  beyond  Civil  Service  jurisdiction,  such 
as  "Rule  of  Three"  selection,  employee  assignments,  exempt  employments,  EEO 
compliance  of  contractors  to  the  city,  etc. 

It  shall  continue  to  be  the  City  and  County’s  policy  and  practice  that 
every  good  faith  effort  to  achieve  the  goals  of  this  Program  shall  be  consistent 
with  the  merit  principle.  That  principle  is  that  recruitment,  selection,  assign- 
ment, evaluation,  training,  compensation,  promotion,  discipline,  discharge  and 
other  personnel  actions  will  be  based  on  uniformly  applied  criteria  of  relative 
fitness  to  perform  the  duties  of  the  position  sought  or  held,  and  not  upon 
considerations  of  race,  color,  sex,  sexual  orientation,  political  affiliation,  age, 
religion,  national  origin  or  other  non-merit  factors. 

In  the  setting  of  specific  goals  for  improved  representation  of  minorities 
and  women  as  provided  in  Rule  1.03,  however,  the  City  and  County  clearly  under- 
stands that  achievement  of  both  short  range  and  long  range  goals  is  dependent 
upon  the  availability  of  qualified  and  interested  applicants  and  the  use  of  merit 
practices. 

Affirmative  action  goals  shall  be  considered  as  flexible  targets  and  not 
as  rigid  standards. 


Quantitative  goals  and  timetables  will  not  be  considered  as  quotas  which 
restrict  employment  to  the  members  of  a particular  minority  group  or  sex  by 
setting  a minimum  required  number  of  persons  to  be  hired.  While  the  goals  are 
directed  toward  particular  groups,  the  City  and  County's  objective  is  to  ensure 
that  equal  employment  opportunities  are  afforded  to  all  groups  even  though 
numerical  goals  for  some  groups  have  not  been  set. 

Affirmative  action  goals  shall  be  established  and  viewed  at  all  times 
with  all  due  consideration  to  the  availability  of  funds  for  employments  and 
projected  expansion,  contraction,  and  turnover  in  the  City's  work  force. 

The  Supplementary  Annual  Plans  are  viewed  as  progressive  and  cumulative. 

That  is,  rather  than  publishing  a single  long-term  plan,  in  each  year  an  Annual 
Plan  will  be  generated.  Each  Annual  Plan  will  include  a summary  of  city  workforce 
composition  for  the  respective  year,  a series  of  general  procedural  recommendations, 
a department  by  department  utilization  report,  analysis  and  recommended  actions 
addressing  principally  those  classifications  which  will  be  subject  to  recruit- 
ment and  examination  during  the  target  period  of  the  respective  Annual  Plan.  Each 
Annual  Plan,  after  the  first  year,  will  also  evaluate  the  effectiveness  of  action 
items  generated  by  previous  years  plans . 

The  views  and  recommendations  of  representatives  of  all  protected  and 
interested  groups  will  be  solicited  on  an  on-going  basis  during  all  stages  of 
the  preparation  and  formulation  of  future  supplements  to  the  Plan. 
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II.  WORKFORCE  COMPOSITION 


Until  1976  race/sex  surveys  of  city  employees  were  conducted  by  the  Human 

Rights  Commission.  In  February,  1976  this  function  was  transferred  to  the  Civil 

Service  Commission. 

Civil  Service  published  its  first  workforce  compositions  study  in  July, 

1976,  including  some  24,000  employees  of  a total  29,000  employments.  This  1976. 
survey  was  used  as  a base  to  create  an  automated  file  for  subsequent  workforce 
composition  reports.  In  future  years  we  expect  to  install  an  information 
processing  program,  whereby  employee  data  can  be  maintained  on  a continuous  basis. 

In  April,  1977,  Civil  Service  began  collection  of  data  necessary  to  generate 

a 1977  workforce  composition  report.  Each  department  was  sent  a report  of  its 

workforce  according  to  payroll  documents.  Each  department  was  then  asked  to 
validate  the  report  by  adding,  deleting  or  correcting  data  according  to  depart- 
mental records.  The  departmental  data  was  then  audited  by  the  Civil  Service  EEO 
Unit  for  errors  and  omissions  and  transmitted  to  Controller's  EDP  for  programming. 
The  final  reports  were  published  in  July,  1977  including  27,550  employees  of  a 
total  29,000  employments.  The  reports  were  distributed  to  the  Mayor's  Office, 

Human  Rights  Commission  and  Commission  on  the  Status  of  Women,  A copy  of  the 
report  was  also  placed  in  the  Science  and  Documents  Section  of  the  Public  Library, 
Main  Branch,  for  public  review. 

The  report  is  based  on  employee  self-identification  or  identification  by 
supervisory  personnel.  The  method  varies  by  department.  The  census  based  surname 
or  mother  tongue  identification  system  was  not  used,  although  the  data  to  which 
the  workforce  study  is  compared  is  the  1970  census.  It  is  believed  that  the 
census  identification  system  (surname/mother  tongue)  yields  a higher  rate  of 
minority  identification  than  the  Equal  Employment  Opportunities  Commission  super- 
visory identification  method  used  by  Civil  Service. 

Exhibit  "A"  reflects  the  1978  composition  of  city  employments  by  ethnicity/ 
race/sex  as  compared  to  the  available  San  Francisco  civilian  labor  force  as  re- 
ported in  the  1970  census. 

The  data  presented  reflects  comprehensive  employment  totals,  and  is 
intentionally  non-categorical . Categorical  reports  are  included  in  the  depart- 
mental utilization  analyses  in  a later  section  of  this  document,  or  can  be 
obtained  by  reviewing  the  report  available  in  the  Public  Library. 

Comments  and  analysis  of  these  statistics  are  qualified  within  the  "80% 

Rule"  as  suggested  by  the  Federal  Executive  Agency  Guidelines,  1976.  That  is, 
significant  underutilization  is  deemed  to  exist  when  a particular  group  is  below 
80%  of  workforce  parity. 

In  terms  of  long-range  workforce  trends,  municipal  minority  employment 
has  increased  significantly  in  the  period  1964  through  1977.  In  1964  approximately 
25%  of  city  employees  were  racial  or  ethnic  minorities.  By  1971,  minority 
presence  had  increased  to  32%  of  the  city  workforce,  or  approximately  a 1%  annual 
increase  over  the  seven-year  period  1964-1971. 
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In  1972,  the  Civil  Service  Commission  adopted  new  procedures  and  policies  related 
to  Equal  Employment  Opportunity.  In  the  five-year  period  since  adoption  of  new 
EEO  policies,  minority  workforce  presence  has  increased  from  32%  to  46%,  or  an 
approximate  3%  annual  increase.  The  presence  of  females  in  the  city  workforce 
has  increased  from  27.5%  in  1971  to  38%  in  1977,  or  slightly  more  than  a 1 1/2% 
annual  increase.  These  trends  provide  an  optimistic  perspective  for  future 
Affirmative  Action  programs.  That  is,  the  Civil  Service  System  has  shown  itself 
responsive  to  the  challenge  of  Affirmative  Action  based  on  its  new  employment 
statistics  over  the  past  five  years. 

Further  and  in  response  to  the  argument  that  CETA  funded  employments  are 
the  major  causal  factor  reflected  in  the  increasing  minority  presence  noted  above, 
of  some  1900  CETA  employments  reported  in  1977  about  1500  were  minorities.  This 
represents  about  5%  of  the  total  city  workforce.  Therefore,  approximately  88% 
of  municipal  minority  employments  are  achieved  outside  of  the  CETA  program.  In 
fact  for  the  past  three  years  nearly  50%  of  all  appointments  from  regular  eligible 
lists  have  been  made  to  minority  candidates.  Although  the  CETA  Program  is  a 
significant  Affirmative  Action  factor,  it  should  not  be  considered  the  sole  reason 
for  increasing  minority  presence  in  the  city  workforce. 
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III.  GENERAL  PROCEDURES 


The  authoritative  provisions  of  the  Federal  Uniform  Guidelines  on  Employee 
Selection  Procedure  (1978)  (incorporated  herein  by  reference)  shall  govern  this 
Rule. 

1.  Job  Analysis 

A well-documented  job  analysis  shall  be  made  an  integral  element  in  each 
examination  process. 

2.  Basic  Work  Plan 

It  is  recommended  that  in  order  to  advance  EEO/AA  objectives,  the  Civil 
Service  EEO  Unit  shall  continue  to  advise  the  examination  unit  with  regard  to 
proper  methodology  in  preparing  examination  announcements. 

Except  in  the  case  of  newly  budgeted  positions,  a thorough  job  analysis 
shall  include  desk  audits,  discussion  of  specific  duties  and  job  prerequisites 
with  regular  permanent  incumbents  and  supervisors,  and  a review  of  pertinent 
classification  activity,,  In  addition  to  the  job  analysis,  the  examiner  shall 
review  the  protected  class  composition  of  current  incumbents,  any  applicant  flow 
data  for  past  examinations,  presence  of  CETA  participants,  and  promotional  or 
training  opportunities  related  to  the  classification.  These  procedures  must  be 
mandated  for  examinations,  whether  entrance  or  promotive,  when  applicable.  In 
any  instances  when  an  examination  is  offered  continuously  Cat  least  once  a year), 
these  procedures  should  be  used  on  a periodic  basis  depending  on  the  frequency  of 
the  examination. 

The  Civil  Service  EEO  Unit  shall,  unless  otherwise  directed.. by  the  General 
Manager,  Personnel,  review  all  draft  examination  announcements  for  purposes  of 
complying  with  this  document.  Identified  inconsistencies  shall  be  resolved 
before  official  publication  of  the  announcements. 

3.  Announcements  and  Applications 

The  examination  announcement  is  the  basic  informational  document  available 
to  persons  seeking  municipal  employment.  The  language  of  announcements  shall  be 
reviewed  by  the  General  Manager,  Personnel,  for  clarity  and  comprehensibility  prior 
to  publication.  Language  used  shall  neither  be  unnecessarily  technical  nor 
reflective  of  cultural  bias.  The  statement  of  duties  of  a position  and  format  of 
examination  shall  convey  information  as  to  what  an  applicant  may  expect  in  the 
examination  and  essential  duties  of  the  job. 

Currently,  in-person  informational  counseling  and  employment  brochures  are 
provided  to  prospective  applicants  in  Cantonese,  Spanish  and  English.  The  Civil 
Service  Department  shall  develop  a recruitment  packet,  subject  to  the  availability 
of  funds,  explaining  how  candidates  may  apply  for  municipal  employment,  benefits 
for  city  personnel,  samples  of  typical  (but  not  actual)  multiple  choice  written 
examination  questions,  general  information  on  oral  board  procedures,  and  other 
pertinent  employment  and  examination  data.  These  counseling  and  information 
procedures  shall  be  supplemented  with  frequent  community  meetings  and  available 
media  coverages  in  order  to  orient  members  of  the  public  to  the  Civil  Service 
employment  process. 


pie  duration  of  eligible  lists  shall  be  for  two  years  unless  based  on  th» 
needs  of  the  service,  the  General  Manager,  Personnel,  authorizes  a different  M 

durational  period  in  accordance  with  Charter  limitations.  ^ 

Application  forms  shall  be  regularly  reviewed  and  revised  in  order  to 
4.  Recruitment 

5taffinIhofCi^'1EEO°|I!ni?at1o  r?rest  and  Urge  additionaI  funding  for  enhanced 

tting  of  its  EEO  Unit  to  better  carry  out  the  recruitment  goals  stated  herein. 

The  EEO  Unit  as  well  as  examiners  and  line  departments  shall  be 

f"c“  eenSff:retrsthr:nhbr:rditrnt  Pr°gramS  t0  a11  pLtS  0f  ^ S!  r e. 

^ H ^ b de  t0  recruit  ambers  of  protected  classes  where  under 

u"  - xgvz 

communicate  employment  opportunity  information  In  these  cases!  the  ?ecrait«s 
membera  of  the  target  recruitment  class  or  community.  Third  media 
used  for  recruitment  as  needs  dictate.  This  normally  includes  public  service 

in  conventional  and  bilingual,  written  and  audio-visual  media  Or  <1 

of  particul!reemplo™L?r°gramreffertS  WhiCh  pr°Vide  gl'®ater  in-dePth  media  coverage 
men??  o">Ployment  opportunities,  such  as  Police  or  Fire  Department  employ- 

m New  workforce  data  indicates  that  these  recruitment  efforts  have  had  a 
p sitive  effect.  Nevertheless,  a number  of  additional  recruitment  activities  will 

institutions^  lone  x°  ”’aX“iZe  Participation  of  local  agencies  and  educational 

This  W?n  e g examination  projection  schedules  shall  be  broadly  distributed 

enabd?  cooperating  agencies  and  schools  to  counsel  their  clientele  and 
students  regarding  probable  municipal  employments.  The  staff  of  the  rnn  • 
shall  re-emphasize  efforts  to  coordinated?  and  ^^menH^10" 

utili?f???te??edUleS  f°r  rl3ted  and  shall  whenever  practicable 

utilize  protected  group  model  recruiters. 

5 • Conduct  of  Examinations 

In  order  better  to  ensure  that  the  selection  process  is  job-related  and 
o eliminate  any  artificial  barriers  to  the  employment  and  promotion  of  women 
minorities  and  the  physically  handicapped,  the  following  actions  subject  to  the 
availability  of  funds,  shall  be  taken  by  the  staff  of  the  Cm?  Se^  Co^^on: 
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Review  and  evaluate  all  phases  of  the  selection  process 
Ce.g.  application  forms,  types  of  tests  used,  rating 
procedures,  personnel  policies  and  procedures,  etc.) 
to  ensure  that  no  artifical  barriers  exist. 

Develop  a small  team  of  skilled  persons  to  expand  job 
restructuring  studies  designed  to  create  trainee  and  bridge 
classes  in  departments.  Evaluate  the  appropriateness  of 
developing  job-related  selection  systems,  which  may  not 
necessarily  be  competitively  ranked,  and  performance 
standards  and  training  plans  to  aid  employees,  for  the 
target  classes. 

Review  and  make  any  appropriate  revisions  to  200  class 
specifications  annually  to  eliminate  non- job-related 
requirements. 

Develop  systems  for  evaluating  minimum  requirements  for 
examinations.  Consideration  will  be  given  to  requiring 
experience  performing  tasks  critical  to  successful  job 
performance  rather  than  requiring  a set  number  of  years 
experience  in  the  next  lower  class.  Such  methods  may 
be  necessary  to  ensure  that  women  qualify  for  craft  and 
apprentice  positions. 

Prior  to  beginning  each  examination,  make  a thorough 
analysis  of  the  representation  of  minorities  and  women 
in  the  examination  class,  feeder  classes,  and  appropriate 
alternative  class  series  which  might  provide  qualifying 
experience.  Based  on  the  findings,  modify  examination 
requirements  as  necessary  to  strengthen  their  job- 
relatedness and  to  admit  the  greatest  possible  number 
of  qualified  minority  and  women  competitors  with 
appropriate  experience. 

Increase  the  number  of  City  and  County  examinations  based 
on  content  validation  methods. 

Conduct  follow-up  criterion-related  validation  studies,  to 
the  extent  practicable  on  a priority  basis,  for  classes 
that  have  a disproportionate  underrepresentation  of 
women  and  minorities. 

Continue  to  improve  the  quality  of  selection  interviews 
through  interviewer  training  and  use  of  semi-structured 
interview  rating  sheets  based  on  content  validation 
findings . 
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- Prepare  an  electronic  tape  presentation  covering  proper 
interview  techniques  and  rating  methods;  potentially 
discriminatory  inquiries  which  shall  be  avoided;  and 
cultural,  sexual  and  physical  differences  which  raters 
should  not  allow  to  interfere  with  evaluating  a candi- 
date's job  related  qualifications;  and  present  the  tape 
to  interview  raters  prior  to  their  serving  on  an  inter- 
view board  when  practicable, 

- Test  candidates  applying  for  supervisory  and  managerial 
positions  for  a knowledge  of  relevant  affirmative  action 
responsibilities,  regulations  and  programs. 

- Seek  to  develop  alternative  testing  methods  for  classes 
which  do  not  require  verbal  abilities  and  where  substantial 
reliance  on  English  is  not  supported. 

- Request  and  review  for  job-relatedness  the  reasons 
departments  give  for  not  selecting  higher  ranking  eligibles. 

- Seek  to  develop  pay  grade  advancement  procedures  and  work 
with  departments  in  developing  job-related  performance 
requirements . 

- Continue  to  review  medical  standards  to  ensure  that  they 
are  job-related  and  do  not  present  artificial  barriers  to 
protected  groups. 

- Eliminate  any  sex-based  job  titles  in  all  classifications-. 

6.  Oral  Appraisal  Boards 

Weighted  Oral  Appraisal  Boards  shall  be  used  where  appropriate  and  feasible 
as  a supplement  to  written  testing  procedures.  In  order  to  ensure  fairness,  all 
oral  appraisal  board  members  shall  be  instructed  to  disqualify  themselves  from 
service  on  any  board  passing  upon  the  qualifications  of  any  candidate  with  whom 
he  or  she  has  ever  had  any  personal  or  employment  relationship. 

All  oral  qualifications  appraisal  boards  shall  include  minorities  or 
women  whenever  feasible.  As  a part  of  the  orientation  of  oral  board  members,  each 
such  member  shall  be  given  a copy  of  the  entirety  of  Rule  1.03,  and  any  and  all 
current  supplements  thereto. 

7.  Conduct  of  Examinations 

Barring  possible  appeals,  examinations  shall  be  conducted  in  an  expeditious 
manner „ Most  appeals  to  qualification  interpretations,  credential  legitimacy,  etc., 
should  be  handled  in  process  and  not  be  allowed  to  delay  the  examination  schedule. 

We  believe  schedule  delays  adversely  impact  protected  class  candidates  who  may  be° 
unfamiliar  with  the  process  and  in  need  of  immediate  employment.  The  examination 
announcement  shall  provide  the  anticipated  test  date  for  the  information  of 
candidates. 
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Every  reasonable  effort  shall  be  made  to  adhere  to  this  schedule  and  team  leaders 
shall  be  held  accountable  for  complying  with  examination  schedules. 

The  reasons  for  rejection  from  the  examination  selection  process  shall  be 
clearly  identified,  and  the  rejection  notice  shall  bear  the  phone  number  of  the 
appropriate  examination  team.  By  this  method  applicants  can  contact  appropriate 
staff  to  provide  supplemental  qualifying  information,  or  can  receive  a more 
thorough  explanation  of  rejection.  This  approach  may  also  eliminate  some  of  the 
anonymity  of  the  testing  bureaucracy  and  avoid  protests  which  can  be  resolved 
without  need  for  formal  hearing. 

Typically,  examinations  may  take  many  different  forms  including:  written 
tests,  performance  tests,  physical  agility  tests,  oral  appraisals,  etc.  The 
format  of  examinations  shall  be  based  on  the  job  analysis.  When  using  written 
examinations,  the  language  of  the  test  shall  be  reflective  of  job  analysis  findings. 

8.  Classification  and  Validation 

A copy  of  each  job  analysis  shall  be  sent  to  the  Classification  Division  in 
order  to  update  class  specifications  when  they  no  longer  reflect  the  essential 
duties  of  the  class. 

The  Commission  shall  renew  budget  requests  for  a professional  EEO 
Validation  Unit  and  for  a city-wide  classification  study  by  an  independent  con- 
tractor, to  be  followed  by  continual  updating  efforts  by  in-house  staff.  One  of 
the  prime  purposes  of  the  study  shall  be  efforts  to  create  trainee/entry  classi- 
fications, career  mobility,  and  job  restructuring.  In  addition,  the  staff  of 
the  Civil  Service  Commission  shall  conduct  random  audits  of  existing  positions 
and  assessment  of  bilingual  or  special  skill  needs  in  the  refilling  of  existing 
or  creation  of  new  positions.  On-going  efforts  will  be  made  to  reduce  the  number 
of  classifications  in  the  service,  thereby  broadening  the  recruitment  base  positions 
in  those  classifications  remaining. 

9.  Employment  of  the  Disabled 

As  noted  earlier  in  this  Plan,  the  disabled  are  deemed  a protected  class 
by  virtue  of  Rule  1.03.  However,  no  data  is  currently  available  to  evaluate  their 
presence  in  the  city  workforce.  Consequently,  the  disabled  will  not  be  included 
in  the  classification  utilization  analyses. 

In  general,  disabled  refers  to  the  impairment  of  one  or  more  physical 
functions.  Disabled  applicants  shall  continue  to  be  eligible  for  employment  in  any 
job  classification  for  which  they  can  safety  and  adequately  perform  the  job  duties. 

The  Commission  directs  three  activities  in  this  area:  accommodation  of  the 

disabled  in  the  examination  process,  review  of  medical  examination  standards, 
and  sensitization  of  personnel  to  employment  of  the  disabled. 

Accommodation  in  the  examination  process  means  that  a disabled  applicant 
must,  for  example,  have  access  to  examination  facilities,  and  must  be  allowed 
special  support  devices  (i.e.,  readers  for  the  unsighted)  when  necessary.  These 
accommodations  shall  not  compromise  the  fair  and  impartial  administration  of  any 
examination.  The  official  examination  announcement  shall  provide  information  to 
disabled  candidates  as  to  making  arrangements  for  examination  accommodations. 
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The  Commission  urges  departments  to  examine  accessability  of  departmental 
physical  plants  for  disabled  employees  and  take  appropriate  actions  where 
accessability  is  a problem.  The  Civil  Service  Commission  will  provide  assistance, 
in  conjunction  with  the  Department  of  Public  Works,  in  this  process. 

10.  Discipline  for  Discriminatory  Conduct 

Any  employee  in  the  classified  service  who  has  discriminated  against  the 
employment  opportunities  of  any  employee  or  candidate  for  employment  with  the 
City  and  County  on  the  basis  of  race,  color,  sex,  sexual  orientation,  political 
affiliation,  age,  religion,  national  origin  or  other  non-merit  factors  may  be 
disciplined  and/or  discharged  pursuant  to  the  Charter  of  the  City  and  County, 
the  Rules  of  the  Civil  Service  Commission,  and  all  applicable  laws. 

11 . Training  Opportunities 

Civil  Service  administers,  co-sponsors,  or  is  otherwise  involved  in 
several  training  efforts.  In  conjunction  with  the  San  Francisco  Community  College 
District's  Civil  Service  College,  Civil  Service  offers  programs  including 
pre- examination  tutorials,  general  management  and  supervision  training  and 
In-Service  Promotional  programs. 

The  pre-examination  training  offered  at  the  request  of  Civil  Service, 
provides  job  specific  tutorials  and  general  test  taking  instruction.  The  job 
specific  tutorials  have  included  training  for  both  the  physical  agility  and 
written  test  components  of  the  Firefighter  and  Transit  Equipment  Operator  exami- 
nations. The  test  taking/classes  are  offered  in  the  evening  for  the  general  public 
and  on  site  in  some  ci.ty'  agencies.  These  classes  are  designed  to  assist  prospective 
employees  in  the  proper  completion  of  application  forms  and  to  improve  performance 
on  oral  and  written  examinations. 

College  District,  in  conjunction  with  Civil  Service,  offers  a variety 
of  management  and  supervisory  classes  for  current  and  prospective  supervisors. 

S093  departments  utilize  these  programs  during  regular  work  days  on  the  job  site. 
These  classes  are  also  available  during  the  evening.  Civil  Service  is  currently 
developing  an  Affirmative  Action  training  program  for  supervisors  as  part  of  this 
program.  Approximately  2,000  city  employees  participated  in  one  or  more  of  these 
classes  during  the  past  year,  either  at  their  job  sites  or  after  working  hours. 

The  In-Service  Promotional  Program  was  initiated  in  1972  to  assist  "dead- 
tended"  employees  advance  into  new  career  fields.  Approximately  ten  programs 
/ are  currently  available  including  Eligibility  Worker,  Accountant,  Payroll  Clerk, 
Stenographer,  etc.  Each  program  requires  successful  completion  of  a tuition-free, 
specially  designed  set  of  classroom  experiences.  Upon  successful  completion  of 
the  classroom  program,  each  participant  may  enter  the  appropriate  examination.  In 
most  cases  the  examinations  are  of  an  oral  nature  only.  This  program  concept  is 
well  received  as  reflected  in  the  continuing  participation  level  (approximately 
200  employees) . We  recommend  further  exploration  of  other  classifications  for 
which  this  program  is  an  appropriate  upgrading  device. 
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k Civil  Service  administers  an  employee  tuition  reimbursement  program  through 

™ funds  appropriated  by  the  Board  of  Supervisors,  These  funds  are  available  to 
employees  who  are  training  to  improve  current  job  skills  and  prepare  for  pro- 
motional opportunities.  Some  100  employees  receive  this  tuition  support  annually. 
The  total  appropriation  in  1977-78  was  $4,000. 

The  majority  of  entry  level  training  funds  in  this  jurisdiction  are  made 
available  through  the  Comprehensive  Employment  and  Training  Act.  These  monies  are 
administered  through  the  Mayor's  Office  of  Employment  and  Training  (MOET) . Civil 
Service  administers  the  Interfaced  Training  Program,  in  conjunction  with  MOET. 
Interface  administers  training  modules  in  non-traditional  professional  entry  and 
special  public  service  employment  categories,  with  a primary  emphasis  on  partici- 
pant transition  to  city  funded  employments.  Currently,  Interface  operates  training 
programs  for  Coroner's  Investigator,  District  Attorney's  Investigator,  Rehabili- 
tation Counselor,  Rodent  Control  Technician,  Police  Communications  Dispatcher  and 
Legal  Stenographer. 

MOET  administers  several  titles  of  CETA  funding.  Title  II  of  CETA  emphasizes 
participant  transition  to  city  funded  employments.  At  this  time  the  rate  of  Title 
II  participant  transition  to  city  employment  is  not  known.  However,  these  parti- 
cipants are  encouraged  to  enter  appropriate  examinations,  and  are  granted  waivers 
of  experience  for  examinations  in  their  target  employment  category.  The  partici- 
pant must,  however,  be  fully  qualified  prior  to  appointment. 


Coordination  between  Civil  Service  and  MOET  is  improving.  MOET  is  now 
^provided  with  employee  composition  reports,  examination  status  reports,  anticipated 
W examination  dates,  etc.  This  serves  to  assist  MOET  in  developing  placement  classi- 
fications, and  in  developing  hiring  priorities  that  are  consistent  with  overall 
Affirmative  Action  objectives.  As  noted  earlier  in  this  document,  more  than  75% 
of  current  CETA  participants  are  from  protected  classes,  which  does  provide  an 
excellent  recruitment  source  for  Civil  Service  examinations.  However,  because 
of  the  CETA  participant  salary  limit  ($10,000  annually),  most  participants  are 
placed  in  lower  level  categories  where  a concentration  of  minority  employments 
already  exists . 


As  noted  above.  Civil  Service  is  involved  in  entry  and  promotional  training 
efforts.  However,  the  majority  of  training  occurred  within  the  city  departments 
themselves.  This  includes  new  employee  orientation  and  training,  as  well  as  on- 
going training  for  existing  personnel.  Some  agencies  have  regular  training  staffs, 
most  do  not.  Before  comprehensive  career  training  is  undertaken,  some  form  of 
coordination  must  occur  among  the  various  training  programs.  We  recommend, 
therefore,  that  a standing  committee  on  employee  training  be  created  to  identify 
training  needs,  coordinate  administration  of  training  efforts,  and  conduct  evalu- 
ations as  to  the  effectiveness  of  training.  Such  efforts  include  the  availability 
of  EEO/AA  training  for  all  personnel  including  sensitization,  cultural  awareness, 
genesis  of  EEO/AA,  Affirmative  Action  applications,  etc. 

12.  Gay  Employment 


Rule  1.03  includes  sexual  preference  as  a protected  category.  However, 
.like  the  disabled,  no  workforce  composition  data  is  currently  available.  We  do 
F)not  believe  that  we  can  effectively  collect  data  as  to  the  sexual  preference  of 
applicants  or  current  employees  until  the  taboos  associated  with  non-traditional 
sexual  preferences  are  alleviated. 
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Therefore,  the  Commission  shall  continue  to  maintain  a non-discrimination  posture 
in  reference  to  gay  applicants  and  employees,  and  inclusion  of  the  Gay  community 
in  various  selection  efforts  (i.e.,  recruitment,  advertising,  etc.)  As  an 
example  of  Gay  recruitment  efforts,  in  the  last  offering  of  the  examination  for 
Deputy  Sheriff,  the  Sheriff's  Department  successfully  utilized  recruiters  who 
focused  on  typical  Gay  community  congregating  places. 

This  non-discrimination  posture  is  most  relevant  to  oral  board  procedures 
and  background  examinations.  Gay  applicants,  allegedly,  do  as  well  as  other 
candidate  groups  on  written,  performance,  and  physical  agility  tests,  all  of 
which  are  objectively  administered  and  scored.  However,  oral  examinations 
administered  subjectively  may  tend  to  relate  to  candidates  on  the  basis  of  sexual 
stereotypes.  In  these  examinations  we  recommend  that  oral  boards  be  sensitized 
to  the  issue  of  sexual  preference,  be  barred  from  proposing  questions  related 
to  candidates  sexual  preferences,  and  be  free  of  oral  board  members  who  are 
unable  to  transcend  sexual  stereotypes.  We  also  recommend  that  representatives 
of  the  gay  community  not  be  discriminated  against  in  any  way  as  invitees  to 
participate  as  members  of  oral  boards. 

In  regard  to  background  investigations  for  security  related  employments, sexual 
preferences  shall  not  be  a basis  for  rejection  unless  a conviction  resulted 
from  a violation  of  law. 

IV.  DEPARTMENTAL  UTILIZATION  ANALYSIS  ("GOALS  AND  TIMETABLES") 

(Currently  pending  before  the  Civil  Service  Commission) 
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APPENDIX  A 


Section  1.03.  Affirmative  Action  Plan  and  Policy  for  Equal  Opportunities 

(Amended  3/21/77) 

a)  Policy 

It  is  the  policy  of  the  Civil  Service  Commission  of  the  City 
and  County  of  San  Francisco  that  the  doors  of  opportunity  be  maintained  wide  open 
to  women  and  minorities  in  or  seeking  employment  to  the  Service,  that  selection 
of  employees  to  positions  within  the  Service  be  made  on  the  basis  of  merit  in  a 
racially  and  politically  neutral  way,  and  that  continuing  programs  be  maintained 
to  afford  equal  opportunities  to  women  and  minority  persons  to  achieve  meaningful 
employment  at  all  levels. 

Vigorous  enforcement  of  the  laws  against  discrimination  shall 
be  carried  out  at  every  level  of  each  department  toward  the  end  that  all  persons, 
regardless  of  race,  religion  sex,  national  origin,  ethnicity:  age,  physical 
handicap,  political  affiliation,  or  sexual  orientation,  shall  have  equal  access  to 
positions  in  the  Service,  limited  only  by  their  ability  to  do  the  job. 

No  person  in  the  Classified  Service  or  seeking  admission  thereto, 
shall  be  appointed,  reduced,  removed  or  in  any  way  favored  or  discriminated  against 
in  employment  or  opportunity  for  employment  because  of  race,  color,  sex,  sexual 
orientation,  political  affiliation,  age,  religion  or  national  origin. 

b)  Analysis  of  the  Work  Force 

Each  department  shall  maintain  records  of  its  work  force  com- 
position by  race,  sex,  ethnicity  and  classification.  These  records  shall  also 
reflect  new  employments,  promotions,  transfers,  voluntary  and  involuntary 
separations,  and  shall  be  reported  to  the  Commission,  Federal  and  State  agencies 
as  required,,  Individual  employee  names  shall  remain  a confidential  part  of  these 
records o The  Commission  shall  make  the  non- confidential  elements  of  these  records 
available  for  public  review  upon  request. 

From  the  foregoing  records,  the  Civil  Service  Commission  staff 
shall  annually  prepare  and  report  to  the  Commission  an  analysis  of  the  work  force 
to  determine  whether  percentages  of  sex,  race  or  ethnic  groups  in  individual  job 
classifications  are  substantially  similar  to  the  percentages  of  those  groups 
available  in  the  work  force  in  the  relevant  job  market  who  possess  the  bas'c  job- 
related  qualifications. 

Whenever  such  analysis  discloses  substantial  disparities  within 
individual  classifications,  each  element  of  the  overall  selection  process  shall  be 
examined  to  determine  which,  if  any,  elements  operate  to  exclude  persons  on  the 
basis  of  sex,  race  or  ethnic  group.  Such  elements  shall  include  but  are  not  limited 
to,  recruitment,  testing,  ranking,  certification  and  interviewing.  The  examination 
of  each  element  of  the  selection  process  shall  at  a minimum  include  a determination 
of  its  validity  in  predicting  job  performances. 
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c)  Affirmative  Action  Program  for  Equal  Opportunities 

(i)  Where  the  Commission  finds  that  invalid  selection  procedures 
have  had  an  exclusionary  effect  the  Commission  shall  establish  goals  and  timetables 
for  the  specific  job  classification  or  occupational  category,  and  shall  initiate 
measures  designed  to  assure  that  qualified  members  of  affected  groups  are  included 
within  the  pool  of  persons  from  which  selections  are  made,  all  of  which  shall  take 
into  accound  the  availability  of  funding  and  basically  qualified  persons  in  the 
relevant  job  market. 

Cii)  The  Commission  commits  itself  to  a continuing  responsibility 
for  maintenance  of  the  following  affirmative  steps  designed  to  maintain  equal 
employment  opportunities: 

1.  The  examination  of  each  element  of  each  selection 
process  to  detemine,  at  a minimum,  its  job  relationship  validity  in  predicting 
job  performance; 


2.  Outreach  recruitment  designed  to  attract  qualified 
members  of  the  disadvantaged  groups; 

3.  Job  restructuring  efforts  with  the  cooperation  of 
appointing  authorities  to  organize  work  and  redesign  jobs  in  ways  that  provide  entry 
level  training  opportunities  for  persons  lacking  "journeyman"  level  knowledge  of 
skills  to  enter,  and,  with  appropriate  training,  to  progress  in  a career  field; 

4.  Revamping  of  selection  instruments  or  procedures  as 
necessary  in  order  to  reduce  or  eliminate  exclusionary  effects  on  particular  groups 
in  particular  job  classifications; 

5.  Inclusion  of  women  and  minorities  on  oral  appraisal 
boards  when  practicable.  Oral  appraisal  board  orientations  shall  be  conducted 
in  writing  or  by  means  of  automatic  recording  devices,  and  all  such  written 
orientation  records  shall  be  retained  with  the  permanent  records  of  the  examination 
and  may  be  inspected  by  candidates  in  accordance  with  Rule  9.16  as  to  inspection  of 
papers . 


6.  Systematic  efforts  to  provide  career  advancement  training 
both  classroom  and  on-the-job  to  employees  locked  into  dead  end  jobs. 

d)  Dissemination  of  the  Rule 

Copies  of  the  foregoing  Affirmative  Action  Rule  shall  be  available 
to  all  City  Departments  which  shall  be  responsible  for  its  ’widest  practicable 
dissemination.  Members  of  oral  appraisal  boards  shall  be  given  copies  of  this  Rule 
well  in  advance  of  interview  sessions.  The  Rule  shall  be  distributed  to  all 
recruitment  sources,  local  media  and  employee  representative  organizations. 

e)  Monitoring  and  Evaluation 

The  Human  Rights  Commission  of  the  City  and  County  of  San  Francisco 
shall  quarterly  review  the  compliance  status  of  the  Civil  Service  Commission  in 
regard  to  this  Rule  and  shall  quarterly  report  its  findings  and  recommendations 
to  the  Commissioners  of  the  Civil  Service  Commission  and  to  the  Mayor. 


Upon  request  of  the  Human  Rights  Commission,  the  staff  of  the  Civil  Service 
Commission  shall  fully  disclose  all  such  non-confidential  books,  records, 
documents  and  other "information  as  the  Human  Rights  Commission  shall  deem  relevant 
to  the  monitoring  and  evaluation  function  herein  described.  Upon  request,  the 
General  Manager,  Personnel,  or  his  designee,  shall  appear  and  give  testimony 
before  the  Human  Rights  Commission  with  respect  to  the  Civil  Service  Commission's 
compliance  with  any  of  the  provisions  of  this  Rule. 

fj  Discrimination  Complaints 

^,e!^B^H7^erson  may  file  a complaint  alleging  discrimination  as  a 
result  of  a^f^^employment  selection  procedure  violating  this  Rule  by  forwarding 
said  complaint  to  the  General  Manager,  Personnel  of  the  Civil  Service  Commission. 

The  complainant  shall  file  a signed  complaint  in  writing,  specifying  those  facts 
and  reasons  which  support  the  charges.  Copies  of  all  such  complaints  shall 
immediately  be  forwarded  to  the  Human  Rights  Commission  and  to  each  member  of 
the  Civil  Service  Commission  and  the  complainant  shall  receive  a written  report  of 
the  findings  of  the  investigation  of  the  Commission  staff.  The  Civil  Service 
Commission  shall  expedite  hearings  on  appeals  filed  in  accordance  with  these  Rules. 

This  section  is  not  intended  to  preclude  a hearing  before  the 
Human  Rights  Commission  or  any  other  Board  or  Commission  having  jurisdiction  in 
the  City  and  County  of  San  Francisco,  nor  to  preclude  an  individual's  right  to 
file  the  same  or  similar  complaints  with  appropriate  State  or  Federal  regulatory 
agencies,  or  to  litigate  for  relief. 

g)  Incorporation  of  Federal  Guidelines 

The  Commission,  consistent  with  this  Rule,  hereby  adopts  and 
incorporates  the  Federal  affirmative  action  guidelines  for  local  governments 
adopted  by  the  United  States  Equal  Employment  Coordinating  Council,  composed  of 
the  United  States  Equal  Employment  Opportunity  Commission,  The  United  States 
Commission  on  Civil  Rights,  the  United  States  Department  of  Justice,  The  United 
States  Department  of  Labor,  and  The  United  States  Civil  Service  Commission  as 
adopted  August  26,  1S76. 

h)  Annual  Supplementary  Plan 

Within  180  days  of  adoption  of  this  Rule  and  annually  thereafter, 
the  Commission  shall  adopt  a Supplementary  Affirmative  Action  Plan  for  Equal 
Opportunities  (Annual  Plan)  consistent  with  this  Rule. 

The  Annual  Plan  shall  include,  at  minimum,  a report  of  the 
composition  of  the  city  workforce,  a comparison  of  the  city  workforce  with  the 
available  qualified  San  Francisco  labor  force  by  race,  sex  and  ethnicity,  an 
identification  of  those  classifications  or  occupational  categories  where  substan- 
tial underutilization  exists,  an  analysis  to  determine  the  causes  of  underutilization 
and  specific  actions  to  be  taken  in  order  to  resolve  the  discriminatory  disparities 
within  a defined  timeframe. 
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APPENDIX  B 


AFFIRMATIVE  ACTION  ADVISORY  COMMITTEE* 


Mori  Noguchi 

Departmental  Personnel  Officer 
Department  of  Public  Works 
City  Hall 
558-3671 

Maria  Caldera 

Commission  on  the  Status  of  Women 
50  Fell  Street  (02) 

863-8232,  558-3653 

Juanita  Del  Carlo 
Mission  Hiring  Hall 
2922  Mission  Street  CIO) 

647-3551 

Frank  Fitch 

Gay  Employment  Rights 

2347A  Market  Street  (14) 

543-6345,  861-4881 

Vince  Courtney 
Local  400 

240  Golden  Gate  Avenue  C02) 

673-8755 

Joletha  Head 

Bayview  Hunters  Point  Citizens  Council 
114  Colby  Street  (34) 

239-1856 

Mort  Lankasky 
Employment  Project  for  the 
Physically  Handicapped 
814  Mission  Street  (03) 

54304360 


Frank  Anderson 

Human  Rights  Commission 

1095  Market  Street  (03) 

David  Orozco 

Latinos  for  Affirmative  Action 

c/o  450  Golden  Gate  Ave,  Rm.  4001  (02) 

556-2095 

Carolyn  Reilly 

1894  - 20th  Avenue  (22) 

731-9127 

Anita  Sanchez 

United  Philipinos  for  Equal  Employment 
944  Market  Street  (02) 

391-5800 

Arnold  Townsend 

Western  Addition  Project  Area  Committee 
1956  Sutter  Street  (15) 

922-4026 

Bo  Yoshimura 

United  Japanese  Community  Services 
2012  Pine  Street  (15) 

563-8418 

Isabel  Huie 

Chinese  for  Affirmative  Action 
950  Stockton  Street  (08) 

398-8212 


* The  individuals  listed  may,  from  time  to  time  change,  but  agencies  represented 
are  expected  to  remain  consistent. 
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Glossary  of  Terms 


Rule  of  Three-  The  method  of  appointment,  per  the  Charter,  allowing  for  departmental 
authorities  to  select  an  appointee  from  the  three  highest  standing  candidates 
on  an  eligible  list. 

Exempt : Referring  either  to  a position  not  filled  by  Civil  Service  (Charter  exempt) 

or,  a method  of  appointment  waiver  whereby  unusual  position  requirements 
(language,  scheudle,  location,  etc.)  do  not  result  in  an  adverse  affect  on 
an  eligible  list  candidate  who  declines  a position  offer. 

Underutilization:  The  definition  given  when  a particular  class  of  persons  (race, 

sex",  "d'ls'abl emen t , etc.)  is  proportionately  a smaller  percentage  of  the 
employers  workforce  than  of  the  relevant  labor  market. 

Parity:  A level  of  employment  for  a particular  class  of  persons  which  is  approxi- 

mately equal  to  their  presence  in  the  relevant  labor  market. 

Job  Analysis:  One  or  more  techniques  whereby  a position  or  number  of  positions  is 

investigated  in  order  to  determine  various  factors  included  in  the  position(s), 
such  as  job  elements,  frequency  of  tasks,  skill  levels,  performance  factors,  etc. 
etc.  ' ’ 

Applicant  Flow  Data:  Statistical  information  reflecting  the  success  or  failure  of 

a particular  class  of  persons  in  the  selection  process,  from  the  original 
application  process  through  the  establishment  of  an  eligible  list. 

Non-Status : An  employment  category  denoting  lack  of  appointment  from  competitive  k 

examinations,  except  for  exempt  employments.  Lack  of  status  indicates  continued 
employment  rights. are  restricted. 

Non-Civil  Service:  Emergency  employments  not  to  exceed  130  working  days,  made  in 

the  absence  of  regular  eligible  list  candidates.  Policies  or  rules  of  thev 
Commission  create  the  method  of  hiring. 

Limited  Tenure:  Informal  employment  system  utilized  in  the  absence  of  regular 

eligible  list  candidates.  Appointee  gains  no  rights  to  the  position, ; and' may 
be  removed  whenever  eligible  lists  become  available. 

bsqqso  on, 

Protected  Class  A category  of  persons  Grace,  sex,  ethnicity/  etc.)  who  are 

typically  the  subject  of  affirmative  action  programs,  and  who  have  been  extended 
specific  legal  and/or  policy  safeguards  Ci*e»»  Civil  Rights  Act  1964,  Age 
Discrimination,  Sex  Discrimination,  etc.)  due  to  past  discrimination. 
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